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1)

2)

3)

(Attachement #1) Schedule of 1st Quarter Closing for FY2016 (Jul.2015 — Jun.20186)
Schedule of Closing account for Fach Office ( excluding Jakara , Hanoi . New Delhi)
Each Office Each Office Each Office E;c'g Project Ofﬁce
in Indonesia in Vietnam in India epai;entatlve
se
Closing account
1. of Sep, 2015 2015/9/15 2015/9/18 2015/9/18 2015/9/20
FASY Data® for Se Deadline 2015/9/18 2015/9/23 2015/9/23 2015/9/30
2. 2015 p- Destination Jakarta Office Hanoi Office New Delhi Office Kz
(co:KZ) (ccKZ) (ccKZ)
Form § %1 Deadline 2015/9/18 2015/9/23 2015/9/23 2015/9/30
3. {Account Payable) Destination Jakarta Office Hanoi Office New Delhi Dffice Kz
{cc:KZ) (eeKZ) (ccKZ)
. *2 Deadline 2015/9/20 2015/9/25 2015/9/26 2015/10/10
4. Accounting Documents -
for Sep. 2015 Destination Jakarta Hanoi New Delhi KZ

#1 : Please send by e—mail (ce:KZ ; fasy—tokyo@gx.n—koei.co.in}

*2 : Original Evidences along with the relevant Cash Inventory Sheet and Bank Statement at the day of closing account.

Schedule of Clesing accoul

nt for Jakarta . Hanoi , New, Delhi

Jakarta Hanoi New Delhi
1. E,E";:;g Soraunt 2015/9/15 2015/0/18 2015/9/18
*3
2. fiss‘; Dﬂzt; 5 Deadline 2015/9/30 2015/9/30 2015/8/30
" N g
3. ;‘:J‘r’dé‘:zagg:‘ﬁnata Deadiine 2015/9/30 2015/9/20 2015/9/30
4.|Each Statement** Deadline 2016/10/10 2015/10/10 2015/10/10

#3 : Please send by e—mail (KZ : fasv—tokyo@gx.n—koei.co.jp)

%4 : Please send Cash Inventory Sheet , Bank Statement and Bank Reconciliation for each office at the day of closing account by e—mail,

Work Performance Data

Work Performance

Data of
. i 2015/9/1
! Wark Performance *® Deadline /9/16
Original Work
2.|Performance Deadline 2015/9/25

signed by Project

*5 : Please send by e-mail (KZ : account@gx.n—kosi.co,ip)

*6 ; Signed original data must be reached at KZ Dept. before the above deadline by Courier
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TO: Each Project Office FROM :
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Harada Maeda Segawa
Copy . Kept by :

to: {(Copy to be sent by OSender, MReceiver)
ERREFHER (EFEEBLOEMNFENET)
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1 quarter closing for FY 2016
Subject

2016 42 6 HH1 % | MEHRARICER L, IS A 7 P2 — VR UEHEHICH > THEBEE T
HTFEXIBEWEL LT,

2
N

1. PEArDa—) (F3/FEX) Schedule of 1 quarter closing for FY2016

2. HkEEEMEREHEREE
2-1. HiEEERMEREE Fu3/%30
2-2. Forml, 2, 3 (Hisk&ER—0)
(%) FormBHIOKEE. BEHTTRSINTNSEH HEONRETHMT T,
2-3. Submission Document list

3. HTMEFIEOEEER
1. BRENHEOFEEE Fn/#30
3-2. Formb GR¥h&st LEERD
3-3. Certificate of Cash Balance
3-4.  Bank Reconciliation Statement
3-5.  Submission Documents List -1** Quarter for FY2016

Lk




FAX Ref.

LZZKZ — 16-73E
LETTER NK INTER-OFFICE MEMO Dy T Morth 7 Year

-Mail
E 3 Sep. 15
TO : Each Project Office FROM :
-—
KZ
Date of Receipt
Harada Maeda Segawa

Copyto : (Copy to be sent by O0Sender, mReceiver) Kept by :
Each Project Office,
JI,KE, KH, J2,KRKD, KX, J3KL KT, M4KWXQKG, JU, M

Subject 1°* quarter closing for FY2016

This is to inform you that we shall settle and close every account in each project and overseas office
whole of the world for 1% quarter closing for FY2016 as of Sep. 2015.
Could you please take necessary actions as refer to our schedule and handbooks attached:;

Attachment#1  Schedule of 1% quarter closing for FY2016

Attachment #2  Guidelines for 1% quarter closing for FY2016 (Data for Work Performarice) x
1
{Notice)
Please attach a breakdown table (including JV portion) of each month which have
been made in your office when you return Form1,2,3.

Attachment #3 Handbook for Annual Closing (Local Currency Accounting) x1
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| 2016 4F 6 A% 1 MEMRE: HEBEERENE |

1. FEHEB (%) 20154 9 A 16 B (XK)

@D E-Mail (account@gx.n—koei.cojp)Bil iE Fax THLEGHETT, HL, LR TEETCE
BHEORIAVBETTOT. BAE 9 A 25 B (R)EIT/—)ITIZTERBEVET .

@ HrERLTFTOEREISONT
EARRLTORER. BESEHEFHICEMTDEHIC, KT BHEMmICD—Ea
E—#EfF TS0,

@

2. TA—LOBRBELLVRAENE

BT 20155 7A~2016 £ 6 AOBKEOERELURAZLTTSELY,
¥ EHITHERRETSZD, 20016 £ 6 BETOTHEEEZRALTTEN, 1
LA ETIX 2015 F 9 BETORMBEEFERALET.

(1) Form1-1(AEHEBEH) B LY Form1-2(HE - A HEEER)
@ BHTOHEBIZOWTKZIZTRAFATYT .
Name of Project. Project Code. Contract Amount®”_ 1 Work completed as of
Jun—15%2_ 2 Work performed as of Jun~15%%, 3.Prior period adjustment
"~ x1. Contract Amount [IEXEBLATLIZEBHREADREILETT . BHOS
ERECRUIBERZTOEEIEIRTELLEERZNY BEEED)E KZ
ARHLTTSLY,
*2. Work completed as of Jun—15 [ 2015 £ 6 AR RE CE LU= LS TT,
*3. Work performed as of Jun-15 [ 2016 £E 6 A& EAFEEIZ. 20155 6
ARFETCOHESZUTOWRRICE IO -REBICREL-EFETT,
Form1-1Attachment IZT 2015 £ 6 AR FTCOHESHEERELTTELY,

(Invoice MR HRR)
A AEFE '
B--BEFICKYREE (SOP SEHHITH)
C---BEIZHL Invoice I2HF
D---BAEIC X Invoice RiZH . #ifEFARLICH I RIHEE,

® Formi-1, Form1-2 M 74 TL4 Work performed in this period @O A HIZ(%
Associates(JV )RS FEC NK 9 DH DO ES (Advance ORFEEFBI{PID
100%DEEE) FFRALTTIULY,

@ Invoice BIFEFEDRIZDVWTIEL KZ IZCTHIEETRALEL-. EFTCIEERIARE
RHE Invoice RURBICEIFRARALET, fLAE. KZ ~FEMFD Invoice
BUREEHEFALESRHEOET ., B, EFFICHTS Invoice DIRHKRIZD
W&, LERROOREDIHNFOYTE O ALY BIRFEWNET,

X ORERTENGVD FEBIH LETEAT SR LI L TEERA,
EERVHNRAFTNEEETH, BEF LI TORWES X5 LET L oEFF
HFADTIEREZEN, #MICOEELTIEIT L EREICEH SEER
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RIS RENET.

(2) Form2-1(ARRWMEM) BLY Form2-2(HihE-AEREEH)

@ FERUFTEEEHLICHERBOLESITABRESLUETOTC.ED D OEE
HEET AN T EREBEI RS EEHELTTFTAIWL, .
Remuneration ITIZ&#4 W ER) ERBEGA ST . BBREEAL
TFaL,

@ REHEHOSEHRXELT, Form2-1, Form2-2 & HLTHYET, Form2-1,
Form2-2 R AICH>TEpF Lt oHEmOAERBYSRABNEY . &=
BANCTRE T+ —LAHLBEIZE. EEBAHRAEFERAEVL TLEETIH.
HHDHPEDTELLOEEF TEL,

(3) Form3(FHEFRHMFIGLEHR)

@ LTFOBEBICDOWTKZ IZTRARTATY,
Name of Project, Project Code

(O  Form3 74741 Work performed in this period D% JV #lIZIX Associates MMk
IR F S A H I 5D (Associates D Remuneration %) FRALTT
= AN

O Form3 T{FA 2.Percentage of Management Fee DHRIZIE LECAH EEEREICHT S
EBRFHRHEOBISFRALTTSL, EISTEEEENRE-TOEES L.
TOREHEEALTTFELY)

O Remuneration NEEELTLBISEIZIE Invoiced (2O, BEELTLVIWLESIZIE
Estimate [CO&HLTT &Y,

3. RIHEE CBEE. [Submission Documents List — for 1% quarter Closing FY 20161&HR4 .
2ELNET)

1) Formi-1 Work Performed with Itemized Statement in Yen Currency (I EHEEE D

2) Form1-2(Work Performed with Itemized Statement in Local Currency (IRt & -4} & H
k=ER

3) Form2-1 Breakdown Cost Estimate for Foreign Currency (A1 B RiE&E#)

4) Form2-2 Breakdown Cost Estimate for Local Currency (It & RIF&E &)

5) From3 Management Fee (BFFRFIRINGT EEHD)

e, B ERRALGH, BBEELYTOWABIEAEIZDOLTIEL, X (Fax, E-mail HE)IZTEE
HETELY,

E-mail: adcount@gx.n—koei.co.jp
Fax: +81-3-5276-3090
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IO
Guidelines for Preparation of Data for “Work Performed”
for the First Quarter-FY2016

Deadline for Submission of all the Data for “Work Performed”
All Project Offices (except JICA) September 16, 2016{(by E-mail, or Fax)

1) All the required data for submission for the first quarter (“1Q")-FY2016 must reach
KZ Dept. at the Head Office via E-mail (agcount@gx.n-koei.co.jp) , or Fax not later
than the above-mentioned Deadline.

2) The original of any "Form” explained below will be signed in the left side of the
bottom by a responsible person at your end and submitted to KZ Dept. via courier,
reaching not later than September 25, 2016, since they are needed for external
audit.

3) Regarding projects controlled by Jakarta Office, a copy of all the data which is
submitted to the head office should be sent to Jakarta Office for consolidation.

Explanation of “Form “and How to make an entry in the “Form”

You will make an entry of all the data/figures for “1Q”-FY2016, i.e. the period
from July to September 2015 in the respective “Forms” in the following manner.
In addition, you will also fill out the forecast figures during the following 3
quarters-FY2016, i.e. the period from October 2015 to June 2016, to confirm the
forecast for the whole period of FY2016.

1) Form 1-1 and Form 1-2: “Work Performed with ltemized Statement”

@ KZ Dept. has made an entry in advance of the following dataffigures in the

Forms: *Name of Project, *Project Code, *Contract Amount, '
*1.Work completed as of June-15, *2.Work performed as of June-15,
*3.Prior Period Adjustment

@ “Contract Amount” shown in ltem (D above cannot be increased and decreased
without informing KZ Dept. Whenever the Contract Amount is subject to
change; you will inform KZ Dept. of the change and send the related
Amendment of Contract including the JV Agreement.

@ Column 1; “Work completed as of June-15" means the work NK completed in
the end of FY2015, and of which the amount is recognized the FY2015 annual
closing sales amount.

@ Column 2; “Work performed as of June -15" means the work NK completed in
the end of FY2015, and of which the amount has been updated with either of
the following status during 1Q-FY2016:

A: “Paid by Client”, i.e., the amount has been paid by your client

B: “Approved by Client”, i.e., the amount has been approved by your client, or
the Statement of Performance has already been issued by your client

C: “Invoiced”, i.e., the amount has not been approved yet by your client,
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although you submitted the invoice.
D: “Estimate under signed original agreement or signed amendment”, i.e., the
amount is estimated under the signed agreement, or signed amendment
without submitting invoices to your client.
® In Column 4; “Work performed in this period”, KZ Dept. has filled out in advance
only the amounts of the invoices which have been paid, or invoiced ,and of
which those copies have already been received by KZ Dept during 1Q-FY20186,
while you will fill out in the empty space of each month in 1Q-FY2016 the
amount which has been recognized under either of the status categorized in
item (3 above, and select either of the related status from the dropdown list
consisting of the following:
A: “Paid by Client”,
B: “Approved by Client”,
C: “Invoiced”, _
D: “Estimate under signed original agreement or signed amendment”,
® To fill out an amount in Column 4, you will use only the amount of Nippon Koei's
- portion, which is the gross amount inclusive of the redemption of advance
payment, (i.e. without reduction of the advance payment)
@ If you have more than one status in the same month, you will fill out in Column 4

each of the amount and the corresponding status in the manner as stated item
© above .

2) Form 2-1 and Form 2-2: “Breakdown Cost Estimate”

(D This format is used as a supplement to Form 1-1 and Form 1-2 to show
the breakdown of the amount of the status D: “Estimate under signed original
agreement or signed amendment”.

@ For your reference, KZ Dept. has prepared the attached Form 2 so that you
can fill out the amount of the Estimate which must be calculated only under
signed original agreement or éigned amendment in the respective currencies.
However, you can use a similar format that your office uses as long as it will
cover all the requirsments mentioned in this guideline.

@ All the invoices and information related to the Estimate will be sent to KZ Dept.
on a monthly basis.

3) Form 3: “Management Fee”

D If your project is executed as Joint Venture or Consortium, and you can obtain .
any management fee from your Partner(s), the management fee during this
period will be calculated in this format.

@ KZ Dept. has made an entry in advance of the following dataffigures in this Form:
*Name of Project, *Project Code.

@ In ltem 1; “Work performed in this period” and ltem 2; “Percentages of
Management Fee”, you will fill out the basis of the fee amount such as a
‘remuneration amount of your Partner(s) and percentages so that KZ Dept. will
compute the management fee.

@ If Management Fee during 1Q-FY2016 is fixed, you will fill out the figure directly



in this Form. You will mark with a circle “Invoiced”, if fixed, or “Estimated”, if not
fixed.

® In case you pay any management fee to your Partner(s), your remuneration
amount and percentage should be filled ouf in the same manner as above.

3. Documents List for Submission
For external audit, the following ORIGINAL documents are strictly required.
The ORIGINAL documents should reach KZ Dept. at the head office not later than

September 25, 2016. Please make sure to SIGN ON THE RESPECTIVE
ORIGINAL DOCUMENTS. :

(1) Form 1-1  Work Performed with ltemized Statement in Yen Currency

(2) Form 1-2 Waork Performed with ltemized Statement in Local Currency
(3) Form 2-1 Breakdown Cost Estimate for Foreign Currency

(4) Form 2-2 Breakdown Cost Estimate for Local Currency

(5) Form3 Management Fee in Yen Currency, if applicable.

If you have any enquiries, please feel free to contact KZ Dept.

E-mail: account@gx.n-koei.co.jp
Fax: +81-3-5276-3090



MAIL
E-Malil

(account@gx.n-koei.cojp)

. NK INTER-OFFICE MEMO

Ref. FKZIX X-X XX

Day Month Year
XX Sep. 2015

TO: FROM :
KZ Dept. {Invoicing Section) xxx Project Office
Project
Manager
Copyto: (Copyto be sent by OSender, OReceiver) Kept by :

cc: Each Department

Subject:

Submission Documents List - for 1s quarter closing for FY 2014

We are sending the following documents fo you as per ‘O’ in Mark line.

sWork Performance Material(s)

Name of Documenis (KZ Comment)  |Mark] Comments from our Project
Form 1-1 1) FY2016
{JPY) 2) Attachment (Uniil
June 2015)
Form 1-2 1) FY2016
{Local 2) Attachment {Until
Currency)  June 2015}
Form 2-1 (JPY)

Form 2-2 [Local Currency)

Form 3 Management Fee

Invoice Copies{JPY)

Allocation List (JPY)

Invoice Copies (Local Currency)

Allocation List {Local Currency)

eComments {If any)

Regards

Form B0502-F7 Issue?2

(15 October '99)
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RENELOFESE

A) FILVERAOHL

RDTFOEaRLEH LZETLEANSHHIEE X, RIGLEEH (FormS) ~NEBAD L. B

REBAR(FREESHEER) OBLETAOL, IEORBE~NRHETEL,

1. RBEONIE-FERE. MATHEE
HES (Work Performed) L TERIZFERFE T/ REFTEL TS A EE-FE
. MAERSE CROBEICKIWET TOEWES X, KL F EEH (Form5) iz
TORBEELATSL,

2. XIFEOKRE.EHEMERE _
WOBURICXIBLARAFNILASOF Y, 5. KEXLRE, TOMBEE(ZD
WTI, O FEEEERILGT L EH (FormB) ~EEATELY,

B) HHE&®RSOERE

1. R&-BERBETIRATHILERB T,

2. REBREHEZEE (Certificate of Cash Balance)
MOABRAOBHEECHIOL RERERAESCEBEOHELRAL. BEH
MBOBRSL—HLTWBIEEREZELTTSN,
RERERITER., SHLICLIBEFICSVTRELGVETOT, BREHFMEIC
FADEBERAD L BHTEY,

3. TS EI8AE (Bank Statement)
HOBRAOEEASIIASERITIVREL. FEHMEORSL—HL TS
EEAFEELTTFEL,
H. —HLEWLWESIL, TEEREREIE (Bank Reconciliation Statement) ~IBH %S0
ATE,
FHEREMAELESRRREEL. R LICLIEEICBVWTRELLGYFETOT,
FREETRICLSERERAD L, RHE T,

C) WS ELBREEORE
BHE. REAHBREFGEMTALEEZALTLDGER) & At TREBEEZF ESh 54
AMFEFHEFICOVWTIE, FIEOBFEEICLERFEETAD L, TR REICESLHE
HTERVATLERE GUEL FREE a3948@n—koei.cojp) 5BIZE HEALVET,

RHEEIE : 20154108 2 8(2)

I/



Notices on closing account |

A) Accounts Payable Trade - Subcontract etc. (Expenses)

1.

Subcontract, equipment & material

The items such as subcontract, equipment & material which are recorded as
Work Performance (Revenue) for the period must balance with Wark in Progress
(Costs) for the period.

Therefore, In case that the payment to Subcontractor or Supplier has not been
made, Name of Subcontractor and/or supplier, Amounts and status of payment shall
be described in FORM 5 attached. '

In case you have such payment described as “Not Paid” in FORM 5, the amount
should be credited to an Account Payable by HQ. Furthermore, each Account
Payable will be dealt as a cost at Closing in accordance with the information given
in the FORM 5.

lLabor Cost , Overseas Allowance ,Personal Income Tax etc

Content and amount of the payment for labor , overseas allowance (Paid in
Project Office) , Personal Income Tax and other expenses shall be described in
FORM 5(FASY User) attached also since these items shaill be recorded the
payable as cost. HQ will make a record the Account Payable as cost based on the
information given in the Form.

B} Confirmation on Cash and Bank

1.

Cash Book and Bank Book with evidence and covering letter

Neither Negative cash nor bank balance is allowed on accounting.

2. Certificate of Cash balance as closing date(attached : 3-3)

Certificate of Cash Balance (actual cash balance) and balance of Cash Book

must be the same.

This certificate should have the signature of Manager of the Office or his attorney.
This document shall be submitted before the date of Audit by Certified Public
Accountant in Japan.

1. Bank Statement issued by the bank as of the closing date

The reason shall be clarified in Bank Reconciliation Statement (attached: 3-4)
if there is discrepancy between Bank Statement and Bank Book. If you cannot
receive it before sending your accounting documents, you may send it afterward.
This document shall be submitted before the date of Audit by Certified Public
Accountant in Japan.

C) Application Form for Overseas Allowance

If applicable to any of the following, the application form for overseas allowance
shall be sent i{o Business Support & System Dept. {Ms.Hirao
a3948@n-koei.co.jp) via each department. (By 2" _of October)

-Expatriates

-Long-term business traveler who receives their overseas allowance at site office
-Someone who needs proxy settlement at Head Office to receive their special
allowance
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PROJECT CODE NO.

For Gash Book No.

DATE :

CERTIFICATE OF CASH BALANGE

PROJECT NAME

NAME OF OFFICE

1. CASH BALANCE IN CASH BOOK

2. ACTUAL CASH ON HAND

DENOML | KIND | NUMBER AMOUNT REMARKS
50,000| NOTE 0.000
20,000| NOTE 0.000
10,000| NOTE 0.000
5,000| NOTE 0.000
1,000 NOTE 0.000
1,000| COIN 0.000
500| NOTE 0.000
500] COIN 0.000
100 NOTE 0.000
100[ COIN 0.000
50| COIN 0.000
25| COIN 0.000
10| COIN 0.000
0.000
TOTAL 0.000

APPROVED BY CHECKED BY PREPARED BY




BANK RECONCILIATION STATEMENT

PROJECT CODE NO.

PROJECT NAME

OFFICE NAME

FOR THE DATE OF

CHECKED BY

PREPARED BY

APPROVED BY

1. BANK NAME

2. TYPE OF ACCOUNT

3. ACCOUNT NUMBER

4, AMOUNT OF DISCREPANCY

BALANCE IN BANK BOOK
BALANCE IN BANK STATEMENT

DISCREPANCY (A)

5. REASON OF DISCREPANGY

DESCRIPTION CHECK NO. AMOUNT SCHEDULE & WAY OF CORRECTION

TOTAL {(B)

* Amount of {(A) and (B) should be same .




FAX(81-3-5276-3090) Ref.
MAIL NK INTER-OFFICE MEMO Day /] Morth 7 Yer
E-Mail XX XX XX
TO: FROM:
KZ (Accounting Group)
Date of Receipt
Project
Manager
Copy to: {Copy to be sent by EMSender, CIReceiver) Kept by:
Each Engineering Department
Subject Submission Accounting Documents List — 1stQuarter for FY 2016
Dear sir,
The following documents are sent with this letter by the Courier service.
Documents for the Accounting
Document KZ Check Remarks

1. Cash/Bank Book with receipt

and other evidence

2. Form 5(Account Payable)

3. Certificate of Cash Balance

4. Bank Statement

Other Comments(If any)
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